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1.A. Overview of Payroll Process in State Government

The world of payroll in Kentucky State Government is a realm of detail, complex processes and specific
procedures. This world need not be a difficult world to live in, if the whole process is understood. To
assist in obtaining this understanding, this manual has been developed. This volume is designed to provide,
in summary form, information needed to process payrolls for the Commonwealth of Kentucky. Not only
will this manual cover the state’s automated payroll system (UPPS), but it will also cover specific
documents used in the payroll field, such as request for refund forms. It will provide a complete overview
of the laws that affect payroll processing, and specifically how they relate to the Commonwealth. This
manual should be viewed as a basic guide through the payroll maze. It is not intended to replace any or
all of the precise language used in payroll laws, nor is it intended to answer all questions that might arise.
However, for each area addressed, information will be provided as to where additional guidance can be
obtained on the specific subject matter.

Processing payrolls in state government involves four separate entities or agencies. The first step begins
at the agency level. The agency prepares the initiating pay documents, based on time and employee
records in their office. The pay documents are submitted to the Personnel Cabinet, Payroll Operations
Branch, for processing and audit. The Personnel Cabinet then forwards the payroll to the Finance and
Administration Cabinet, Division of Accounts, for audit, posting of account charges and issuance of a
warrant. The necessary documentation is then sent to the State Treasurer's Office where the checks are
actually written (either from a voucher or check tape). Upon completion of this process, the check is sent
to (or picked up by) the agency for distribution to the employee.

Obviously, this is a most simplified description of the payroll process. There are many detail steps that
occur at each of the agencies involved. One of these involves the balancing and remitting of taxes to all
applicable governments, which is done by the State Treasurer's Office. This process would apply whether
the payroll is produced by a manual payroll voucher or an automated payroll system. Only the time period
from step one to receiving the check may vary. .

1.B. Where does the payroll officer fit in this process?

Obviously, the payroll officer is at the top of this chain. This is the key link in this chain, as the payroll
officer is the only point that has the time, deduction and tax information available for any given employee.

Accordingly, the payroll officer is the only link that can truly verify or assure the accuracy of any payroll. -

Each of the other agencies involved must rely on the information submitted by the payroll officer. This
Jposition then is viewed as one of major responsibility and trust. Not only does the payroll officer have
the responsibility for the maintenance of confidential information, but is also held accountable in the
employee's mind for the compliance with tax laws that apply to payroll. In the next chapter, the applicable

tax laws will be explained.
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